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Working Alone Procedures 

    

Equipment Required Material Required Personal Protective 

Equipment 

Communication Device Working Alone Log Safety Vest 

  CSA Steel-Toed Boots 

  Hard Hat 

  Gloves 

 

                                                            Supervisor / Worker Communication Procedure 

 

1. Prior to starting the job, the employee and his/her 

supervisor will conduct a risk assessment to determine 

the length of time between check-ins (for shop 

mechanic the check-in time duration is one-hour). 

Document this on your company’s safety form – such 

as a working alone log. 

2. The worker who is working alone shall contact 

their supervisor (contact person) at the pre-

determined intervals.** 

3. The check-in procedures continues until the 

employee who is working alone notifies their 

supervisor that the job is complete. 

 

Select Service Call Center / Worker Communication Procedure 

 

1. Prior to starting the job, the employee and his/her supervisor will conduct a risk 

assessment to determine the length of time between check-ins (for shop mechanic the 

check-in time duration is one-hour).  

2. The employee will check-in with Select Service Call Centre (SSCC)** to act as a contact 

person when arrangements have been agreed and entered into the system for monitoring 

and communication. 

3. The employee will provide the contact person (i.e. SSCC) with the 

following information which SSCC will record on its own working alone 

log: 

• Name 

• Nature of the job  

• Contact number (cell) and vehicle unit number 



 

• Location of the job 

• Approximate length of the job 

• Time of the next check-in  

• Supervisor name and phone number 

4. SSCC will document the information on its working alone log and then wait for the next 

check-in at the required time. SSCC’s call-in number is 1-877-866-1957 

5. Check-in procedures continue until the employee notifies SSCC that the job is complete. 

 

 

Emergency Procedures  

 

SSCC is expecting a check-in from the 

employee at the time indicated.  If an 

employee does not perform this check-in 5 

minutes after the time of check-in, SSCC 

will document the time on its working 

alone log and initiate emergency 

procedures.  For procedures involving a 

worker and their supervisor, go straight to 

step 3. 

 

1. Call the employee directly.  Document the time. 

2. If no contact is made, call the employee’s supervisor. 

3. If the supervisor cannot contact the employee, 911 is notified of a possible accident and 

provide details of where and what the employee was doing so a search may begin. 

 

** IMPORTANT NOTE:  It is always the employee’s responsibility to call into the 

contact person.   

 

 

 

 

          

 


